page 1 of 3

ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible admnistrative and
supervi sory position, the major duties of which include managi ng
t he departnment operations, and assisting the Fire Chief with the
pl anning and adm nistration for the departnment. The Assistant
Fire Chief provides for enployee supervision, training, public
relations, fire prevention activities, the nmanagenent of
departnmental records, and the maintenance and repair of
departnmental property and equi pnent. The enpl oyee of this class
perforns the duties of incident conmander at the energency scene
until relieved by the Fire Chief. The Assistant Fire Chief is
responsi bl e for overseeing the operations of the departnment in
t he absence of the Fire Chief, and perforns regularly assigned
duties with a high degree of independence, having work revi ewed
by the Fire Chief. This class ranks directly below that of Fire
Chi ef .

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned., neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Manages the operation of the departnment in the absence of the
Fire Chief. Participates in the research and planning for
prograns and activities of the departnment. Conducts inspections
of and observes department operations. Keeps inforned on nodern
fire fighting nethods and adm ni strative practices.

Supervi ses departnment enpl oyees by assigni ng work schedul es and
work and duty areas. Oversees and eval uates work performance of
subordi nate enpl oyees. Di scusses work performance with
subordi nate enpl oyees. Resol ves enpl oyee conplaints and
gri evances, counsels enpl oyees experiencing work problenms, and
mai nt ai ns di sci pline. Provi des assistance to subordinates in
technical areas of work. Investigates conplaints against
depart nment personnel, and fornul ates recomendati ons for action
to be taken.

Directs and supervises the activities of subordinate enpl oyees

at the scene of an energency, including size-up; rescue;
forcible entry; fire extinguishment; ventilation; salvage and
overhaul; protection of exposures; punp operations; and

hazardous materials. Takes charge of all safety procedures, and
provides for the needs of emer gency scene personnel
Coordi nates the work of fire fighting and |aw enforcenent
per sonnel .
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Provi des for the mai ntenance of all departnment records, records
of activity, inventory records, or any other records which my

be required. Personally conpletes any fornms and records
assi gned,
i ncluding payroll records and fire reports. Conpi |l es and

organi zes data and submts witten reports.

Answers questions for the public about the operation of the
departnment or other rel ated areas of emergency services. Wites
letters in answer to witten or oral requests addressed to the
fire departnment or needed to handl e probl ens or to address ot her
needs of the fire departnent. Informs the public about fire
departnment work by neans of talKks, denonstrati ons, or
distribution of literature to the public. Coordinates speci al
projects related to public relations or the inage of the fire
departnment. Acts as a consultant for volunteer fire departnents
i n surroundi ng areas.

Enforces fire prevention codes, personally inspects and directs
i nspections of buildings. Investigates the causes, origins, and
circunstances of fires occurring wthin the jurisdiction.
Secures the scene of a suspected arson fire to preserve
evi dence. Assists arson investigation personnel who may take
charge of the fire investigation.

Provi des for regular enployee training, and personally trains
personnel in fire suppression and rescue; fire prevention,
i nspection and investigation; safety; and the use of tools,
equi pment, and appar at us.

Supervises the general care and mmintenance of equipnent,
property and supplies. Directs the testing of equi pment to see
that it meets applicable standards. Recomrends equi pnent
purchases for the departnent.

Perforns any fire related duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents nust be net by the

filing deadline for application for adnmission to the

examnm nati on.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica
fitness sufficient to perform the essential duties of the
position, with or without accommodati on.
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Must possess a valid Louisiana driver's |icense.

Must be a regular and permanent enployee in the class of Fire
Captain with at least two (2) years in that class immediately
precedi ng closing date for application to the board.
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